
 

 

Sample Voluntary Retirement (NOA 302) 

Used for all types of separations (listed below).  Contact your HRO if you are not sure of the correct type of separation.   

• Retirement (Voluntary) 

Include on the RPA (always complete Part A):  

• Employee name in Part B.  

• In Block 5-A you must select the appropriate NOAC from the List of Values (LOV). 

Please use the Notepad to document the reason for separation as well as the forwarding address of the separating 

employee.  

 

 

 

 

 

Double Click on Request for 

Personnel Action 

 

 



 

 

 

 

 

 

 

Fill Part A –Requesting Office. 

 

Fill Part B – For Preparation of SF 50 

 Type in your Nature of Action.  Use 

the LOV button if NOA is unknown. 

Click on the yellow Notepad icon.  



 

 

 

 

 

 

 

 

Click “NEW”  

Add the following information into the Notepad:  

 

1) Effective date of retirement. 

2) Employee has met age and service 

requirements for voluntary retirement. 

3) Current/forwarding address of employee. 

 

Supervisor Contact Information:   

 Email Address: 

 Phone Number: 

***Ensure employee has set up a retirement 

counseling                                    session with 

Human Resources.*** 

Click “OK” after 

you have added 

notes.  

Click on the “SAVE” Icon  



 

 

 

 

 

 

 

 

 Click on the “YES” Icon  

 

Click on “SELECT Groupbox”  

Type applicable groupbox in 

front of the percent sign then 

click find. 

Send the action to your 

assigned groupbox. 

 Click “OK” 



 

 

 

 

 

 

Add/edit your “Routing/Comments” in your inbox/groupbox.   

 

Click the “Gold Disc” Save Icon 

Please ensure your employee has already had or has set up a retirement counseling session with HR. 

**Note** If you have any questions on this Electronic Request call DSN: 724-3712/3705/3709 or COM: 608-242-

3712/3705/3709. 

 

 

Click “ok” again. 

 


